
 
 
 
 
 
 

Adobe Sign Administrator Request 
ServiceNow Request Instructions 

 
 
 

 
 
 

 

 
 
 

Step 1: Sign into ServiceNow and click 
“Service Catalog”. 

Step 2: Click “Email, Calendar & 
Collaboration”. 
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Step 3: Select “Adobe Sign 
Administrator” from the list. 

Step 4: The following screen will appear.  
Please note that you may request more 
than one Adobe Sign Administrator per 
Request. 
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Step 5: The below window will appear.   
 Under “Add or Remove User”, you will select “Add” to give a user access; you will select “Remove” to 

remove the user’s access. 
 Once you have filled in the required information, click the blue “Add” button in the lower right-hand 

corner of the window. 
 
Repeat Steps 4 and 5 for each user you want to add/remove. 
 

 
Step 6: Adobe Sign Email Invitation 
In order to complete this request:  
 The Adobe Sign administrator must accept the email invitation from Adobe, THEN 
 EOTSS can close the ticket as complete. 
 NOTE: The Adobe Sign administrator will be unable to license additional end users for Adobe Sign until 

they have accepted the email invitation from Adobe and EOTSS has closed the ServiceNow request. 
 

End users may reach out to their agency IT help desk for more information. 


